
Boston Office
69 Canal Street

Boston, MA 02114-2006
(617) 727-3661

Fax (617) 727-6797

Western Regional Office
101 State Street

Springfield, MA 01103-2066
(413) 784-1711

Fax (413) 784-1707

Purchasing Creditable Service

Substitute, Temporary or 
Part-Time Teaching or Tutoring

Service in Massachusetts
M T R B  U S E  O N L Y

Social Security number
Current or most recent

School District

Name Former or maiden
Last First Middle name, if any

Home address
Number and street P.O. Box

City, state, ZIP Phone
(                  )number

School District in For our processing purposes, are you applying to ■■ No     ■■ Yes Please identify
which this past service purchase other substitute, temporary, part-time or

was rendered tutoring service rendered in other districts?

Part 

1

M E M B E R  D ATA   (to be completed by member)

This form needs to be completed by the MTRS member seeking to purchase his or her past service as well
as an official in the school district in which the service was rendered. Please note that, in order for us to
process this purchase, we must receive this information in this format on this form. We kindly ask each of
you to take the following steps:
� Member: Complete Part 1 and forward this form to the school district in which your service was rendered.
� School District Official: Complete Part 2 and/or 3, and Part 4 and then return this form to the member.
� Member: Make a copy of your completed form for your records and then send the original form to the

MTRB’s Boston office or Western Regional office for processing.
PLEASE SEE THE BACK OF THIS SHEET FOR ADDITIONAL INSTRUCTIONS

I N S T R U C T I O N S

Part 

2

S E R V I C E  R E N D E R E D  O N  A  D A I LY  O R  H O U R LY  B A S I S   (to be completed  by School District Official)

As described in the instructions on the back, please use this section to report substitute, temporary, part-time teaching or tutoring service
rendered in your school district, by the member named in Part 1. Please note:

� Use this section to report periods of service rendered on a daily or hourly basis; report any period of service rendered on an
annual contract basis in Part 3 on the back.

� List the service in chronological order, beginning with the oldest service and ending with the member’s most recent service.
� Please report ALL of his or her past substitute, temporary or part-time teaching and tutoring service with your district.

For service rendered on a(n):

DAILY BASIS, HOURLY BASIS,
Month and year in which Member’s title or position provide the total number of provide the total number of hours and indicate the level at Gross 

service rendered during service days and daily rate, below and hourly rate, below which service was rendered amount
Number of Daily Total number Hourly (check one) paid 

Month Year days rate of hours rate Elementary      Middle       High for month

Form CLS-F017-PST-1001.pdf

OR



Instructions for Completing This Form
We hope you find this form and instructions to be self-explanatory.
However, if you have any questions, please contact us at (617) 878-2890.

Part 1: Member Data X
Please provide the personal information as requested.

Part 2: Service—Daily or Hourly Basis X
Please report the member’s substitute, temporary or part-time
teaching and tutoring service with your school district as requested.
Note that, depending on how the member rendered his or her service
in any given month, you need to complete the last column and either
the two columns under daily basis OR the five columns under hourly
basis. For your reference, please see the examples, below.

Part 3: Service—Annually Contracted Basis X
Please report the member’s substitute, temporary or part-time
teaching and tutoring service with your school district as
requested. In this section, report only service rendered on an
annually contracted basis. If the member was paid on a daily or an
hourly basis, his or her service must be reported in Part 2.
For your reference, please see the examples, below.

Part 4: School District Data X
Please provide the contact information as requested.

Thank you for your help in completing this form. We are grateful
to you and your staff for the valued assistance you provide to us
and our members!

School District Date you completed
this form

Name Title
Last First Middle

Office address Phone
(                  )

Number and street P.O. Box number

City, state, ZIP Fax
(                  )number

I have reviewed the information contained in this form and it is true, complete and correct to the best of my knowledge.

Signature Date

Thank you! Please return this form to the member.

Part 

4

S C H O O L  D I S T R I C T  D ATA  (to be completed and signed by School District Official)

ORSAMPLES
Part 

2

Part 

3

S E R V I C E  R E N D E R E D  U N D E R  T H E  T E R M S  O F  A N  A N N U A L  C O N T R A C T   (to be completed  by School District Official)

Please use this section to report substitute, temporary, part-time teaching or tutoring service rendered in your school district by the
member named in Part 1. Please note:

� Use this section to report periods of service rendered on an annual contract rate basis (as opposed to a daily or hourly rate).

� Please report ALL of his or her past substitute, temporary, part-time and tutoring service with your district.

Period during which Member’s title or position Percentage of Number of days paid Gross amount
service rendered during service full-time during this period Annual contract rate paid

From (m/d/y) To (m/d/y)

Member’s Name ______________________________________________________

Social Security Number ________________________________________________

School District in which this 
past service was rendered ______________________________________________

Purchasing Creditable Service
Substitute, Temporary or Part-Time

Teaching or Tutoring Service in Massachusetts

For service rendered on a(n):

DAILY BASIS, HOURLY BASIS,
Month and year in which Member’s title or position provide the total number of provide the total number of hours and indicate the level at Gross 

service rendered during service days and daily rate, below and hourly rate, below which service was rendered amount
Number of Daily Total number Hourly (check one) paid 

Month Year days rate of hours rate Elementary      Middle       High for month

Jan 1976 Substitute teacher 7 $25 $ 175.00

Feb 1976 Substitute teacher 13 $25 $ 325.00

March 1976 Hourly tutor 42.00 $ 5.00 ✔ $ 210.00


